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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 4
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Shirley Liu
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: SS for JYL
	personnel date: 7/29/11
	PERCENT OF TIME: 

















40%






30%

	activity: POSITION SUMMARY
Under the general direction of the Staff Services Manager I, incumbent performs a variety of office support duties for the State Water Project Operations Support Office (SWPOSO).  The Office Technician also works in coordination with and provides secretarial assistance to the Executive Secretary to the Division Chief, which requires initiative, independent judgment, and discretion in performing duties involving confidentiality regarding management decisions.  Incumbent also provides back up to the Executive Secretary in his/her absence.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; maintain regular, consistent, predictable attendance; attention to detail and sensitive contact with employees and the public in regard to various matters; and, exercise good judgment, initiative, tact, and the ability to communicate effectively with management and staff at all levels within the Department of Water Resources (DWR).  Must have ability to accept changing priorities based on operational needs and to re-prioritize work as necessary.  Must have working knowledge of State and Department policies, procedures, regulations, standard office computer programs and database use.  The specific essential functions but not limited to are:

Using Microsoft Word, Excel, Outlook, Adobe Acrobat, and other software programs, independently prepare, review, draft, originate, and finalize letters, memorandums, and other forms of correspondence, contracts, reports, technical charts, tables, forms, and other pertinent documents in conformance with Division and Department standards.  Maintains correspondence logs for the chief , SWPOSO, and provides backup for the maintenance of the Federal Energy Regulatory Commission (FERC) correspondence logs.  

As the Division's Training Coordinator, provide assistance, advice, and scheduling coordination;  acts as a resource on training-related issues for all Operations and Maintenance Headquarters (O&M HQ) employees, and maintains compliance and conformance to DWR's policies and procedures and Enterprise Process Guides-Training.  Reviews employee training requests for
	classification: Office Technician (Typing)
	appointee: VACANT
	dwr position number: 2010-1139-xxx
	sap personnel no: 
	sap position number: 50026895
	division: O&M/Administrative Services Office
	mcr: 1
	percent 2: 










15%








10%





5%
	activity2: accuracy and completeness.  Books employees in DWR internal classes using the department's database system (SAP).  Assists in registration process of Private/Non-State classes.  Prepares training requisitions, as needed.  Maintains training files (DWR 4142 and DWR 3654) for three years.  This includes creating requisitions for training events and completing online training history updates and forwards to the DWR Training Office.  Acts as back up to the out of state travel coordinator.  Gathers information and prepares annual compliance reports and needs assessment of DWR internal classes to meet the goals and objectives of the training office.  Coordinates Division's response and prepares report for annual DWR Management Development Program nominations.  Acts as liaison to DWR Training Office on behalf of the Division.  Monitor training requests to ensure training is completed.

Schedules and maintains appointment calendars, sets up meetings, and makes travel arrangements including airline, car, and accommodation reservations.  Processes travel advances and travel expenses.  Assists in setting up video/teleconferencing equipment and scheduling O&M conference rooms.  Assists with administration of the policies and procedures of administrative support work in O&M HQ, including research of information for the preparation of travel and training forms, personnel documents, requisitions, and other documents relating to business services and contracts. Coordinates with the field division Ops Superintendents to facilitate dive approvals and the management of the dive authorization forms for the Division.

Uses SAP to create requisitions for all procurements to enable the Purchasing Office and issues purchase orders to vendors.  Reviews and prepares procurement documents for IT hardware, software, and supplies and all other general expense/commodity purchasing while ensuring accuracy and conformance with DWR and State procedures.  Processes service entry sheets in SAP and assists on monitoring expenses and budgets of existing contracts. 

Acts for, and assumes duties of, the Executive Secretary to the Division Chief in her/his absence. This includes being leadperson to division support staff.  Follows up on due dates determined by the Executive Secretary and prepares weekly status report for the Division Chief.  Maintains and routes O&M reading files.  Sets up and maintains confidential and administrative files.  


SPECIAL REQUIREMENTS
Must be able to multi-task, communicate effectively orally and in writing, and have organizational and interpersonal skills.  Knowledge of DWR Correspondence Procedures Manual, Microsoft Outlook, Microsoft Office, and databases.  

PHYSICAL REQUIREMENTS
Must have stamina and ability to work at a desk and/or computer for extended periods of time.  Must be able to operate office machines.  The ability to stand for lengthy periods of time may be required while filing or using a copy machine.  Stamina and ability to bend, stoop, stretch, and kneel, as well as manual dexterity are required to perform daily job routines.  Strength and ability to lift and carry 35 pounds. 
	supervisor name: Shirley Liu
	employee name: 


